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Proposal and Certificate of Records Disposition

Authorization

Item Description of Records Retention Section and/or |Inclusive Dates of |Volume |Date of Method Of
No. (Same Title as listed on Schedule) Schedule No. |ltem No. Records Destroyed Disposal Disposal
1 Adult Unit Assignment Sheets - Paper 2345 1A 2004-2006 11 cu ft. 02/04/2013|Shred
2 Adult Running Reports - Paper 2345 1A 2005-2006 12 cu ft. 02/04/2013|Shred
3 Adult MILIEU Observation Sheets - Paper 2345 1A 2004-2006 4 cu ft. 02/04/2013|Shred
4 Adult Packet Drug Records - Paper 2345 1A 2006 1 cuft. 02/04/2013|Shred
5 Adult Testing Raw Data - Paper 2345 1A 1992 3cuft 02/04/2013|Shred
6 Adult Patient Files - Paper 2345 1A 2004-2006 19 cu ft. 02/04/2013|Shred
7 Discharged Patients Reimbursements 2345 5 2007-2008 4 cu ft. 02/04/2013|Shred

Financial Files - Paper
8 Adult ALU Assessments - Paper 2345 1A 2005-2006 1cuft. 02/04/2013|Shred
9 Adult Patients 24 Hour Report - Paper 2345 1A 2005-2006 3cuft. 02/04/2013|Shred
10 Management Incident Variance Report - Paper|2345 4 2006 lcuft 02/04/2013|Shred
11 Adult Pretrial Evaluation, Commitment 2345 1A 2004-2006 1cu ft. 02/04/2013|Shred

Admissions - Paper
12 Resident Grievance - Paper 2345 4 2005-2006 3cuft 02/04/2013|Shred
13 Adult Discharge - Paper 2345 1A 1995-2005 1cu ft. 02/04/2013|Shred
14 Budget and Accounting Records - Paper 2112 2A 2006-FY 2009 6 cu ft. 02/04/2013|Shred
15 Supervisors Personnel Files of Former 2112 3 2009 1lcuft 02/04/2013|Shred

Employees - Paper

Destruction Certification

Walter Zerrlaut DHMH Records Officer 3/12/2013

Signature Title Date
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16 Cardinal Distribution Invoices - Paper 1656 1l 2006 lcuft 02/04/2013|Shred
17 Medical Equipment and Pitney Bowes Copy |1656 1K 2006 2 cu ft. 02/04/2013|Shred
Machine Specifications - Paper

Destruction Certification
Walter Zerrlaut DHMH Records Officer 3/12/2013
Signature Title Date




